RULES OF THE MUNI Cl PAL FI RE AND POLI CE
ClVIL SERVI CE BOARD OF RAYNE, LOUI SI ANA

DEFI NI TI ONS:

The follow ng words and phrases, when used in this part, shall
have the follow ng nmeani ng unless the context clearly requires

ot herw se:

1. "All ocation" neans the official determ nation of the class
to which a position in the classified service bel ongs.

2. "Appointing authority"” nmeans any official, officer, board,
comm ssi on, council or person having the power to nake
appoi ntments to positions in the municipal police service
or fire protection district fire service.

3. "Appointnent” neans the designation of a person, by due
authority, to beconme an enployee in a position, and his
i nduction into enploynment into the position.

4. "Board"” means the nunicipal, parish, or fire protection
district fire and police civil service board.

5. "Class” or "Class of position®™ neans a definitely
recogni zed kind of enploynent in the classified service,
designated to enbrace positions that are so nearly alike
in t he essenti al character of t heir duties,
responsi bilities and consequent qualification requirenents
that they may fairly and equitably be treated ali ke under
li ke conditions for all personnel purposes.

6. "Classification plan" neans all the classes of positions
established for the classified service.

7. "Classified service" means every appointive office and
position of trust or enploynent in the nunicipal
gover nnment, parish government, or fire protection district
government, which has its primary duty one of the
functions specifically set forth to be included in the
classified service by the provisions of Act 282 of 1964 as
anended by Act 146 of 1965; and excludes all elective and
appointive offices and positions of trust or enployment
which have a primary duty specifically set forth to be
included in the unclassified service by the provisions of
the said Act.

8. "Denpti on" neans a change of an enpl oyee in the classified
service from a position of one class to a position of a
| ower cl ass, which generally involves | ess responsibility
and provi des | ess pay.

9. "Departnent service" neans enployment in the public

service offered and perforned separately by the fire or
police departnent of the nunicipality, parish or fire
protection district.
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"Eligible" neans a person whose nane is on a |ist.

Enpl oyee"” neans a person legally occupying a position.

"Enploynent list"” or "Lists"™ nmeans a reinstatenent
enpl oyment list, a pronotional enmpl oyment list, a
conpetitive list and a re-enploynment |ist.

"Position" nmeans any office of enmploynent in the

muni ci pal, parish or fire protection district, fire or
police service, the duties of which call for services to
be rendered by one person.

"Pronotion"” nmeans a change of an enployee in the
classified service from a position of one class to a
position of a higher <class which generally involves
i ncreased responsibilities and provi des increased pay.

"Pronption enploynment list" or "pronotion list” nmeans an
enpl oynment list, containing the names of eligible persons
established fromthe results of pronotion tests given for
a particular class of positions, which is not specifically
required by Act 282 of 1964 as anmended by Act 146 of 1965,
to be established fromthe results of a conpetitive test.

"Pronmotion test"™ neans a test for positions in a
particul ar class which are not specifically required by
Act 282 of 1964 as anended by Act 146 of 1965 to be filled

by conpetitive tests, adm ssion to which is limted to
regul ar enpl oyees of the next |ower class, or the next
| ower classes when authorized by the rules, in the

cl assi fied service.

"Re-enmploynment list" neans an enploynent list for the
entrance or Jlowest ranking class in the classified
service, or any group of classes that may be grouped in
the classification plan, containing names of regular
enpl oyees who have been laid off wunder the "lay off"
provi sions of Act 282 of 1964 as anended by Act 146 of
1965. This list shall not be applicable to persons who
have resigned or have been di scharged.

"Requl ar _enpl oyee"” or "permanent enployee" neans an
enpl oyee who has been appointed to a position in the
classified service in accordance with Act 282 of 1964 as
amended by Act 146 of 1965 after conpleting his working
test period.

"Reinstatenent enploynent list" or "reinstatement list"
means an enploynent |ist containing names of persons
eligible for reinstatenent in positions of a class from
whi ch they have been denoted for reasons other than
di sci plinary action.
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"Seniority" means the total enploynment conputed for an
enpl oyee beginning with the last date on which he was
regularly and permanently appointed and has worked
continuously, to and including the date of conputation.
Time during which an enployee has served in the arned
forces of the United States subsequent to May 1, 1940
shal |l be construed to nean conti nuous service and shall be
included in the conputation of his seniority. Total
seniority in the departnental service, including positions
of any and all classes, or seniority in any one or nore
given classes, my be conputed for an enployee, but in
ei ther case, enploynment shall be continuous and unbroken
by a resignation or discharge of the respective enpl oyee.
An enpl oyee who is finally discharged or resigns fromhis
position shall forfeit all accumulated seniority. An
enpl oyee who is suspended and returns to his position
inmmedi ately following the expiration of his suspension
shall not forfeit his seniority accunul ated to the date of
hi s suspension, but he shall not be given credit for the
|l ost tine at any future conpensati on.

"Tenporary appointnment” neans the appointnment of an
enpl oyee for limted period of service without acquisition
by the appointee of any continuing right to be retained
beyond such peri od.

RULE 1

SECTI ON 1. AUTHORI ZATI ON, PURPOSE AND CONDI Tl ONS:

1.1

1.2

1.3

1.4

Leaves of absence may be made by t he Appointing Authority,
and shall be made when required by law or these rules, to
enpl oyees working in the classified service, provided, all
such | eaves be granted and used in accordance with the
provi sions and subject to the purposes and conditions as
herei nafter provided.

Al'l said | eaves shall be issued in witing and shall set
forth the effective dates and purposes thereof. A signed
copy of each |eave shall be furnished the board wthin
fifteen (15) days of its effective date by a person having
| egal authority to grant and sign such | eaves.

The right to regulate the tinme at which any enpl oyee may
t ake an annual | eave, or any other which is not beyond the
control of the enployee, shall be vested at all tines,
with the Appointing Authority.

No | eave shall be granted to or used by an enpl oyee in the
classified service for the purposes of such enployee
engagi ng hinmself in other enploynment during his regularly
assi gned working hours. Any change of hours made for the
pur pose of evading this provisions shall be considered a
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vi ol ati on thereof.

1.5 The Board expressly reserves the right to investigate and
set aside any l|leave granted or used contrary to the
provi sions and purposes of these rules; or to take any
other action it deens necessary or proper under the
authority and provisions of Act 282 of 1964 as anmended by
Act 146 of 1965.

SECTI ON 2. VACATI ON LEAVE

2.1 Each enployee, regularly and permanently enployed in the
classified service, shall be given fifteen (15) days
annual vacation with pay, only after one (1) year of
conti nuous service. Leave shall not be accunul ated for
nore than credit earned for one and one third (1 1/3)
years.

2.2 After one (1) year continuous service, any regular
enpl oyee whose enploynent relations are term nated after
the first six (6) nonths of any cal endar year shall be
given the full fifteen (15) days vacation |eave. Any such
enpl oyee whose services are termnated before the
expiration of the first six (6) nonths of any respective
cal endar year shall not be given vacation |eave for that
year. Each such enployee, whether his enploynment
relations are termnated during the first or |ast half of
a respective cal endar year, shall be given all vacation
| eave accrued and unused, if any, for the year preceding
termnation. If said relations are term nated because of
t he death of such enpl oyee, the anmobunt of said | eave shall
be paid to the enployee's wife, if married, if not, to his
est at e.

2.3 Earning Vacation Leave: Vacation |eave shall be earned by

regular and permanently enployed enployees in the
classified service based on continuous service as
indicated in the following schedule; however, no |eave
shall be earned while enployee is on |eave of absence
wi t hout pay or during a period of suspension.

a. Less than seven (7) nmonths - no credit (0 days)

b. Seven (7) nonths but less than twelve (12)
months - one half (% day of credit per day
wor ked.

cC. One (1) year but |less than seven (7) - 15 days
of credit

d. Seven (7) years but less than fourteen (14)
years - 18 days of credit

e. Fourteen (14) years or nore of service - 21 days
of credit
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SECTI ON 3. S| CK LEAVE
3.1 Each enployee regularly and permanently enployed in the

Classified Service, shall be credited with accrued sick
| eave based on continuous enploynent in the amount of one
(1) day per nmonth beginning with the seventh (7t") nonth of
enpl oynment, of which sickness was not brought on by the
enpl oyee's own negligence or cul pable indiscretion. A
| onger period may be granted if the head of the Police
Departnent deens it necessary in any one (1) year for the
following reasons; illness or death of an enployee's
spouse, child, sister, brother, parent or other relative
living in the sane household with an enpl oyee or because
of the enpl oyee bei ng exposed to cont agi ous di seases under
circunstances in which the health of fell ow enpl oyees with
whom t he enpl oyees associate, or nenbers of the public
necessarily dealt wth mght be endangered by the
enpl oyee' s attendance on duty.

On Decenber 31 of each year the accunmul ated sick | eave
earned by an enployee shall be carried forward to
succeedi ng year. Al'l accunul ated sick |eave shall be
forfeited upon termnation with the City of Rayne.
Enpl oyees shall not be paid for accunul ated sick |eave
upon term nati on of enpl oynment.

| f because of illness of any enpl oyee, other enployees are
required to work extra hours, said other enployee shall be
given pay therefor in proportion to their nonthly wages.

SECTI ON 4. SPECI AL LEAVE W TH PAY, W THOUT PAY, OR W TH

REDUCED PAY:

An appointing authority may, upon the witten request of
any regul ar enployee and with the prior approval of the
Board, grant such enpl oyee a special |eave of absence for
a period not to exceed eighteen (18) nonths whenever such
|leave is considered to be in the interest of the
departnmental service. Such |eave may be granted with or
w t hout pay, or with reduced pay, as the circunstances nmay
warrant. \Where any enpl oyee does not return to work at the
expiration of such | eave, he shall be consi dered as having
resigned his position.

Special |leave with or without pay may be granted by the
appoi nting authority to regul ar enpl oyees for the purposes
of attending district, state, national or international
meeti ngs of enployee or occupational organizations.

SECTI ON 5. ClVIL LEAVE

5.1

Regul ar enpl oyees shall be given tinme off w thout |oss of
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pay or vacation |eave when performng jury duty, when
subpoenaed to appear before a court, public body, board or
conm ssion, or for the purpose of voting or serving as an
el ection comm ssioner in either a primary or general
el ection, or when an enployee, being a nenber thereof,
attends neetings of the Civil Service Board.

SECTI ON 6. M LI TARY LEAVE:

6.

6.

6.

6.

6.

6.

1

2

3

4

5

6

It shall be within the power of the Appointing Authority
togrant mlitary | eave, pursuant to the Federal Selective
Service training and service act; however said Appointing
Aut hority must obtain the consent and approval of the
Civil Service Board of the City of Rayne, Louisiana prior
to the granting of the aforesaid Mlitary |eave and
furnish a photostatic copy of his conpul sory induction.

Wthin sixty (60) days after the enployee shall have
conpleted the service for which Mlitary | eave had been
granted, he shall report to the Departnental Service and
shall furnish the Board thereof wth a Certified
Photostatic Copy of his Certificate of Discharge.

It shall be within the power of the Appointing Authority
to grant mlitary | eave under Vol unteer Enlistnment, for a
period not to exceed four years, and the tinme served under
such Voluntary enlistnment shall not be credited as tine
served in the departnent, but shall be deducted from the
conpilation of said enployees tinme served insofar as his
eligibility for benefits are concerned, however the Board,
if requested by the enployee, may hold a hearing and if
proof can be furnished to the satisfaction of the Board
that such Volunteer service to supersede involuntary
servi ce through and by Federal Selective Service call, and
if in such a hearing, the Board finds that the evidence is
to that effect, said Board may grant the sane rights and
privileges to the enpl oyee as an enpl oyee who entered the
service involuntarily (See section 6.6).

Upon conpl etion of the period granted for Mlitary | eave,
it shall be mandatory for said enployee to return to his
conditions as previously set out in Section 6.2 herein,
shoul d any enployee fail to return to active service in
hi s departnent within the prescribed sixty (60) day peri od
his enploynment with the service shall be term nated.

Sel ective Service Menbers, National Guard Members, Naval

Reserve Menbers, Air Force Reserve Menbers, Marine Reserve
Menmbers, Arny Reserve Menbers, or any other Menbers of an
organi zed Reserve of the United States Arned Forces shal

be granted | eave subject to the provisions set out herein.

No section or sections of this rule shall be applicable to
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t hose enpl oyees who ent er t he Ar med Servi ces
involuntarily. Any Menber who involuntarily enters any
branch of the arned services shall obtain credit for the
time served therein and under said conditions, as though
said tinme had been served in the enploynment of his
depart nment.

SECTI ON 7. LEAVE W THOUT AUTHORI TY:

7.1 The absence of any enployee, without first obtaining a
witten |leave in accordance with these rules, may be
covered by an authorized |eave upon the return of such
enpl oyee, provided, the conditions of his absence warrant

such action; if not, disciplinary action may be taken
agai nst any such enployee for the infraction of these
rul es. | f subsequent leave is not gr ant ed, and
di sciplinary action is not taken, the Appointing authority
shall imediately report the matter to the Board.

SECTI ON 8. FI LLI NG VACANCI ES:

8.1 Any person appointed to fill a tenmporary vacancy shall be

a tenporary enpl oyee within the neani ng of Act 282 of 1964
as anended by Act of 146 of 1965, provided that such a
person, prior to appointnment, shall execute a statenment in
triplicate to the effect that he understands the
appoi ntnent to be tenporary in nature and such appoi nt ment
shall further <certify that the substitute appointee
under st ands and agrees that he is not to be eligible for,
nor participate in, the Fire and Police Pension Fund, or
to enjoy any Civil Service statue except for those rights
provided in Act 282 of 1964 as anended by Act 146 of 1965.

8.2 All substitute appointees shall be subject to all rules,
and regulations, as provided by the local Board for
regul ar enpl oyees, and shall be subject to all rules of
di sci pline, as established by the Board or the Appointing
Aut hority.

SECTI ON 9. LONGEVI TY VACATI ON PLAN FOR MEMBERS OF THE
POLI CE DEPT. :

9.1 Enployees with one (1) year service to ten (10) years
service shall be given fifteen (15) days vacation with pay
each year.

9.2 Enpl oyees with ten (10) years service to fifteen (15)
years service shall be given eighteen (18) days vacation
w th pay each year

9.8 Enpl oyees with fifteen (15) years service until retirenent
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shal | be given twenty-one (21) days vacation with pay each
year .

RULE 2
COVPULSORY RETI REMENT AGE UNDER THE PROVI SIONS OF THI S RULE

2.1 Al personnel in the Rayne Police Departnment upon reaching
their sixty- fifth (65) birthday, shall be conpelled to
retire fromthe Rayne Police Departnment, provided that if
any nmenber of the Police Department becones sixty-five
(65) years of age before the conpletion of twenty (20)
years of active service in the police departnent, the said
menber shall with perm ssion of the Board, be entitled to
continued working until he has conpleted twenty (20) years
of active service in the Rayne Police Departnment, then be
conpelled to retire under the provisions of this rule.

RULE 3

Any regular enployee who resigns from a position in the
classified service may, with the prior approval of the Board, be
re-enpl oyed in a position of the class or in a position of which
he is qualified, provided the re-enploynment is made within four
years of the date of resignation, and provided no person whose
name appears on either the reinstatement enploynent or
re-enploynment list for a class to which any such person is
re-enployed is willing to accept an appointment therein. Any
person who is re-enployed, shall be physically fit to perform
the duties of the position to which he is appointed. He shal
furnish a favorable nedical certificate to the appointing
authority and the board after recent exam nation by the
practici ng physician.

RULE 4

All  nmenbers of the Police Departnent seeking pronotional
exam nati ons above the class of Patrolman shall be required to
have conpleted the LSU in-service police training; or an
approved equi val ent.

RULE 5

A RULE WHEREBY MEMBERS OF THE POLI CE DEPARTMENT SHALL BE PAID
TI ME AND ONE- HALF FOR WORKI NG ON CERTAI N LEGAL HOLI DAYS:

5.1 Holidays for all enployees of the Rayne Police Depart nment
shall be as follows:

1. New Year's Day
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Menori al Day

Good Fri day

| ndependence Day (4th of July)
Labor Day

Thanksgi vi ng Day

Day after Thanksgi ving

Chri st mas Day

Mardi Gras Day

OCONPOTHEWN

RULE 6

During tinmes of National Energency, any nember of the
Pol i ce Departnment who conmes under the provisions of this
Act and is classified as a regular enployee; or, who may
at a |l ater date cone under the provisions of this Act and
be classified as a regular enployee, that may be call ed
into the Arned Forces of the United States, may upon
application of the Secretary of the Civil Service Board,
or the elected representative of the Departnent in which
he is classified be furnished an application blank for the
next regul ar schedul ed exam nati on.

The applicant shall furnish the nane and address of his
conmandi ng  or Executive Officer along with hi s
appl i cati on.

After application is received and approved by the Civil
Service Board in the sane manner that all applications are
certified, the Secretary shall then place the nanme of the
applicant upon the |ist of persons eligible to take the
next exam nation and shall include a copy of the above
information to the State Exam ner of Minicipal Fire and
Police Civil Service.

The State Examner of Minicipal Fire and Police Civil
Service shall then forward a copy of said exam nation by
registered Air-Mail to the officer and at such address as
included with the application with instructions as to the
proper nmethod to give the exam nation and nethod of
returning the exam nation.

It shall be the duty of the Board to determ ne when a
Nati onal Energency ari ses.

The rul es and procedure of exam nations and gradi ng shall
be set by the State Examiner in the same manner as for
ot her exam nati ons.

When said applicant has successfully passed exam nation,
his name shall be placed on the pronotional list in the
same manner as provided by Act 282 of 1964 as anended by
Act 146 of 1965 as such tine when eligible, he shall be
promoted in his regular turn.
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6.8 Probationary period shall begin with his appointnment and
any time spent in service shall be conputed as part of the
probati onary peri od.

RULE 7
PUBLI C SCHOOL FUNCTI ONS

7.1 No enployee and/or enpl oyees shall be required to regul ate
traffic at any function of the Public Schools system of
Acadia Parish, or any private school in the aforesaid
Pari sh, unless said enployee is on regular duty, or is
gi ven conpensation therefor in anpunt not |ess than two
dollars ($2.00) per hour. This provision shall be limted
to these functions only.

RULE 8
MEETI NGS OF THE BOARD

8.1 The Board shall hold one regular neeting within each
quarterly period of the year, on the second Monday of the
mont hs of January, April, July and October. The Board
shall hold such special neetings as may be called by the
Chai rman, as provided in Section 1, Subsection 2536,
Paragraph (M of the Fire and Police Civil Service Law for
smal | Municipalities and for Parishes and Fire Protection
Districts by Act No. 282 of 1964 as anended by Act No.
146 of 1965.

8.2 Unless otherwise provided in the notice for such neetings
shall be held at 10:00 o'clock A M in the Counci
Chambers at City Hall of Rayne, |ocated at 801 The
Boul evard, Rayne, Loui si ana.

8.3 Notice of all neetings, including regular neetings, shall
be given by posting such notice in the City Hall, and the
police station, not less than ten (10) days before the
date fixed for such neetings, unless otherw se provi ded by
Law. Such notice shall state the time, place and subject
matter to be covered, and whether it 1is regular or

speci al .

8.4 Special neetings of the Board will be held only upon call
of the Chairman, or, in his absence, the Vice-Chairnman, as
provided in Section I, Subsection 2536, Paragraph (M of
the Fire and Police Civil Service Law for small

Muni ci palities and for Parishes and Fire Protection
Districts by Act No. 282 of 1964 as anended by Act No. 146
of 1965.
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9.1 At

regul ar

RULE 9

nmeeti ngs the Board shal
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consider all new or

ol d busi ness which nmay be brought to its attention in the
manner herei nafter provided.

9.2 At

speci al

neetings the Board shal

consi der

of business for which the neeting was call ed.

RULE 10
ORDER OF BUSI NESS:
10.1 On regular neetings the order of business shall be
fol |l ows:
(1) Reading of the m nutes.
(2) Special and general reports.
(3) Decisions and orders on nmatters considered
previ ous neetings.
(4) Unfinished business.
(5) New busi ness.
10.2 On special neetings the order of business shall be
foll ows:
(1) Reading of the M nutes.
(2) Decisions and orders on matters considered
previ ous heari ngs.
(3) Hearing of matters previously fixed for the speci

APPLI CATI ONS FOR APPEALS AND HEARI NGS:

11.1 Any person authorized to appeal
provi sions of the Civil
appeal

t he appeal
to the Board under
Civil Service Act shal
in the classified service and shal
i nvol vi ng di scharge or
and the application shal
hearing shall set forth the section of
under which the application
contain a statenent of

Act

nmeeti ngs.

RULE 11

corrective or
so state. All

to the Board under

those itens

as

at

as

at

al

t he
Service Law may apply for such an
by a witten notice giving a clear
statenent of the action conplai ned agai nst,
and the relief sought.

and conci se
t he basis of

Applications for appeals

t he provisions of Section 2561 of the
be made only by regul ar enpl oyees
be limted to matter
di sci plinary action
ot her requests for
the Civil
is brought
the jurisdiction of the Board. All

Servi ce
and shall

applications for appeal s and ot her hearings nust be signed
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by the applicant or his counsel, if any, and nust give the
name and post office address of the appellant and of his
counsel. Witten notice shall be filed with the Secretary
of the Board and a copy thereof filed with the Chairman of
t he Board. An additional copy shall be furnished the
Board for service on the authority or person agai nst whose
action the appeal is taken, if any.

11.2 No appeal shall be effective unless the above stated
notice is filed within fifteen (15) days follow ng the
action conpl ai ned agai nst, or where notice is given of an
action to be thereafter effective, within the fifteen (15)
days followi ng the date on which such notice is given.

11.3 The Secretary of the Board shall cause the date of filing
to be noted on each notice of appeal and shall file said
appeal on the appeals Docket, giving the said appeal an
appropriate title.

11.4 Wthin ten (10) days after the docketing of an appeal, a
witten request for its summary dism ssal nay be filed by
the authority or person against whose action the appea
has been taken on any of the follow ng grounds provided no
controverted fact is involved in the question: (a) that
the Board |acks jurisdiction of the subject matter; (b)
t hat the appell ant has no | egal rights of appeal; (c) that
t he appeal has not been made in the manner prescribed or
within the tine fixed by these rules; (d) that a deci sion
on the merits would be ineffectual.

Al'l such requests may be supported by witten argunent or brief.
Any such request shall be filed with the Secretary of the Board
and a copy with the Chairman, and shall contain satisfactory
proof of service of a copy thereof on the appellant or his
counsel .

11.5 Respondent shall file a witten answer to the appeal
within ten (10) days after the docketing of the appeal, or
within ten (10) days after any adverse decision on a
moti on for summary di sm ssal filed under the provisions of

Section 4 of this rule. Such answer shall state wth
sufficient detail to give the Board reasonable notice of
t he basis of the defense on which respondent will rely.

11.6 The Chairman of the Board shall fix the time and place for
t he hearing on an appeal or notion for summary di sm ssal
and shall give notice thereof to all parties not |ess than
(10) cal endar days prior to the date fixed.

RULE 12

PROCEDURE ON APPEALS:
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Al l hearings on appeals shall be open to the public.

Parties shall have the right, but shall not be required,
to be represented by counsel, who nust be duly |icensed to
practice law within the State of Louisiana. When any
party is represented by nore than one attorney, only one
attorney for the party shall be permtted to exam ne the
same w tness.

The burden of proof as to the facts shall be on the
appel lant in every appeal and he shall be required to open
t he case.

The rules of evidence as applied in civil trials before
the Courts of this State need not be strictly conplied
with but the Board shall limt evidence to matters having
a reasonabl e relevance to the issues before the Board.

The Board nmay require appellant to give his sworn
testi nony before hearing any other wi tness on his behalf.
If the Board is satisfied appellant has no just |egal
grounds to support the appeal, it may decline to hear any
ot her evidence and dism ss the appeal on the basis of
appellant's testinmony. If, after hearing appellant, the
Board is of the opinion he may have grounds, it nmay permit
him to go forward with his evidence. The Board will
consi der the i nposition of discipline after the passage of
ten (10) days fromthe infraction for which discipline is
i nposed as grounds for automatic reversal of the
di sciplinary action.

Affidavits and ex-parte statenments shall not be received
except by consent of all parties unless used to refresh
menory or to discredit a wtness.

Parties and wtnesses shall be subject to cross
exam nations as in civil trials. The Board |ooks wth
favor upon stipul ations of undi sputed facts.

The Board may, on request of any party or on its own
moti on, order wi tnesses sequestered and thus exclude them
fromthe hearing roomuntil called to testify.

At any hearing the appellant shall present his case in
chief and the person or authority agai nst whom t he appeal
is made shall then present his or its case in chief, after
which the appellant shall have an opportunity for
presentation of rebutt al evidence which shall be
restricted to rebuttal of matters presented by the person
or authority against whom the appeal has been taken. Any
oral or witten argunment shall follow the same procedure
of presentation.

The Board wll fix total time permtted for all

RA 04-10-00



Rul es

12. 11

page 14 of 15

argument and may require witten briefs to be
subm tted on the issue presented.

Any party desiring the i ssuance of a subpoena for the
attendance of a witness or for the production of
books or papers nust apply for an appropriate order
in witing at |least (5) days before the tine fixed
for the hearing.

RULE 13

DI SM SSAL OF APPEALS:

13.1

13. 2

If the appellant fails to appear at the place and tine
fixed for the hearing, his appeal may be dism ssed or the
Comm ssion may, in its discretion, continue the case or
proceed with the hearing and its decision upon such
evi dence as nmay be adduced at the hearing.

If the authority or person agai nst whose action the appeal
is taken fails to appear at the place and tinme fixed for
any hearing, the Conm ssion nay proceed with the hearing
and the appeal shall be decided upon such evidence as may
be adduced at the hearing.

RULE 14

TRANSCRI PTS OF HEARI NGS

14. 1

If any party to the hearing desires a permanent transcri pt
of the hearing, he shall furnish a Court Reporter for said
purpose at his own expense. Where a Court Reporter is
furnished, the original of the transcript shall be filed
with the Board and shall become a part of the permanent
record of the appeal. Wiere no Court Reporter is
furni shed, the Secretary of the Board shall nmmintain as
conplete notes as is feasible, which shall be revi ewed by
the Board and certified as the record of the appeal.

RULE 15

OTHER HEARI NG

15.1

Al'l other hearings of the Board shall be instituted and
shall be conducted in accordance with the above and
foregoi ng rul es concerning appeals to the Board so far as
possi bl e; provided, however, that as to notice, public

nature of hearings, etc., requirenents of the Civil
Service Law shall prevail in hearings on other matters
within the jurisdiction of the Board, such as
establishment of new enploynent 1lists, amendnments or
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revisions of classification plans, or investigation.

RULE 16

APPL| CATI ON FOR ADM SSI ON TO TESTS:

16.

16.

16.

16.

16.

1

2

3

5

Tests for entry upon pronotional and conpetitive
enpl oynment |ist shall be advertised for and adm ni stered
in accordance with Sections 2552 & 2553 of the Civi
Service Act. Tests for entrance upon conpetitive
enpl oynment lists may be given as the needs of the service
require, and shall be given after any existing conpetitive
enpl oynment eligible list is fifteen (15) nonths old and
before said list expires. Tests for entry upon pronoti onal
enpl oynment |ists shall be given after any existing list is
fifteen (15) nonths old and before said |ist expires.

Application for adm ssion to tests which will be received
on Board approved forms by the Departnental Board nenmber
at any tinme up to thirty (30) days after posting of a
notice fixing said test, which thirty (30) day period
shall end not |less than six (6) days in advance of the
date fixed for the test. The Departnental Board nenber
receiving such application will forward such application
to the Secretary for mmintenance in the permanent records
of the Board. The results of the Tests and the mai nt enance
of the lists established pursuant to such tests shall be
kept as a permanent record of the Board in accordance with
the provisions of the Civil Service Act.

Pronmoti onal and conpetitive enploynent |ists shall be
mai nt ai ned by the Board for eighteen (18) nonths and the
Secretary shall maintain a diary of the expiration date of
any such |ists.

Adm ssion to tests shall be governed by the provisions of
Section 2553 of the Civil Service Act.

VWhen results of any exam nation are furnished to the Board
by State Exami ner, the Chairman shall forthwith poll all
Board nenbers for approval thereof, wi thout the necessity

of a formal neeting. Enploynent lists shall becone

effective upon the approval by a majority of the Board and

filing of the sane by the Board with the State Exam ner.
RULE 17

FAM LY MEDI CAL LEAVE
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Each full-time enployee of the classified service after having
served one (1) year, shall be entitled up to twelve (12) weeks
of unpaid | eave, without credit for departnental seniority when
appropriate docunentation is supplied to the Appointing
Aut hority for those reasons provided by Public Law 103-3 (Fam |y
and Medi cal Leave Act of 1993).

An enployee will be required to first exhaust any or all
conpensatory time and any or all accunul ated | eave tinme before
bei ng granted unpaid | eave without seniority.
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